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Administrator - Loads and manages documents, maintains user
accounts

Author (Writer, OPI, PA) — Provides original and updated document
versions to Administrator. Respond to comments provided in RevCom

Coordinator (POC, DPC, TSM, PPC) — Submits the official position of
their organization through the review, edit and consolidation of local
comments. Assigns reviewers and delegates.

Delegates - Aides Coordinator in review, edit and consolidation of
local comments. Recommends comments for inclusion in official
submission.

Subject Matter Expert (SME, Reviewer) — Reviews a document and
enters applicable comments in RevCom.

Monitor — Read-only role views “birds eye” status of all system
documents.
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» Create activities and workflows
» Set due dates

 Generate automatic notifications
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www.revcom.doe.gov

Department of Energy
Directives

Managed by the Office of Information Resources

ReviCom for Draft Directives
RevCom Archives

Directives Website

“{ { Department of Energy
o <\ Technical Standards Program

RevCom for Oraft Technical Standards
Technical Standards Website

~ Energy Efficiency and Renewable Energy

| / : Building Technologies Program
" Appliances & Commercial Equipment Standards

RevCom for Energy Efficiency Standards
Appliances and Commercial Equipment Standards Website

al

+ Los Alamos
MNATIOMAL LABORATORY
EST. 1943

HevCom for Draft Policies and Procedures
LAMNL Policy Office Website
LAML Prime Contract Office
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Administrator

nment on draft documents open for comments.  Set up or change the review for one or more documents, set up user accounts,
assign users and organizations to review documents, set or change due dates,
send notifications to reviewers, and more.

!I Monitor |

isolidate comments that have been submitted Track the status and metrics of documents in the system.
ir organization and create your comments

_ Help and Support |

pond to comments on your documents that Read online help, download user guides, and contact Technical Support.
nitted to you from reviewers.




Flease enter your username and passwaord as the document type admin.

Password:

Login

Login to RevCom with your unique Username and Password.

If you do not have a Username and Password, contact Client
Services at 505-412-4120




Ve

Document Accounts Reports Tools

Create User Custom Manage

Editfview User —_———— Earticipants
Performance

Create Measures Manage Activities

Drganization Document Status —_————

Edit/View = Manage

Organization Flanner Workflows

Deactivated users Systemn Labels
Response Labels
Comments Labels
Link Builder
Secure Domains

System Settings

System Reports

Help

BevCom Help
About
Doxcelerate

Become very familiar with your RevCom Menus.
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Document Accounts Reports Tools Help

User: AdminBen - BensDocType Administrator - Document List

The document listis organized into two sections, the active workflow at the top and the ¢
section is subdivided by activity status where the activity name is a link ta the activity stat
status screen. The completed warkflow section is subdivided by document status, Final
anly warkflow status screen with each activity a link to the activity comment report.

=]
Key: ! = needs attentian “ =running =waliting V‘z done hﬂ=".-".'":lr|‘:ﬂ':l".-"." status

nane.

0

The status of a document is

11/21/2008
11/21/2005
11/21/2005
1162005
11M14/2005
11M11/2005
10/19/2005
0782005

identified by icons

%GE.’?E-’E | Review

All Department Review
o
bﬂSu,c-er Dpt Review
Rloeneral Rev
Genheral Review
o
bﬂs:.',c-er Dpt Review
=] .
bﬁs:.',c-er Dot Review
=] .
All Departmet Review
= .
|5ﬂ.'?e;-'-'ea'; Process

none.



! = needs attention

) = running

= waiting

\( = done

o
i = workflow status

leors

-Needs attention indicates that the set-up is incomplete
-Running activities are currently open in RevCom

-Waiting activities are those where the set up has been
completed, but the open date has been set to automatically
open some day in the future.

-Done indicates activities that have closed. These activities
can be reopened, but all later activities in the workflow will
need to be adjusted first.

-Clicking on the title of the Workflow Status takes you to the
entire workflow display. Each activity will be marked with one
of the icons above to reflect the status within the workflow.
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Create new organizations using
Accounts >> Create Organization

Document Accounts

AdminBen - BensDoc Tyl

Name: (Mame of a field office, a department, etc.)

Email Domain: (In this format: yourAgency.gov or yourCompany.com)
Parent Site: Flease selectthe parent organization of the arganization being defined.

Mone b

Create |

- . I

Design a hierarchical structure for the user accounts (organizations)
in your RevCom installation by creating and choosing parent
organizations.

Create a flat structure or top level account by choosing “None.”




SET-UP

J f“ If“ ) [ W
Crazite Usars

-
c
~7 s

RevCom Username:

Full name;

Email:
Copy-to Emails:
RevCom Password:

Password Again:

Create Accounts for:

Ta create a new User Rale,
firstfill in the following fields to define ar

Administrators
Authors
Coordinators

Monitors
(See ‘RevCom Roles - Glossary’ for clarification)

(blank space in name n

(i

Accounts >> Create User

(to confirm the passwaor

Organization:

Then choose the rale and arganization forthe new USer Kale.

(O Administrator (initiate review, maintain accounts, admin repars)
O Author (respond to comments)

O Coordinator

O Monitor

FPlease selectthe organization of the user being defined

e

Assign new users to an
organization and click “Create”

Cancel
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Design activity templates using

Tools >> Manage Activities

Create a new activity template or select an existing one:

New: Create

Existing:

- O avien Srreaning o i
dl REVIEW - ZCMrES g o

First review of a document

major editorial and concept
broad review base.

input. The Writer will respond v

Name your activity. The “Activity" name will be used at the end
of the complete Version title to identify the version (phase) of
the review process (Workflow) with which we are to associate

the loaded document.

Once an activity template is created, you may edit it, delete it or
use it as a base for a new template.




ACtiVity Templates (Cont)

Activity: Initial Review - Screening Committes

Activity templates are used
Last Updated: 04/02/08 08:51 AM 1 . f
Updated by: Julie Campbell to pre-select settings for an

activity type
v Marge Greeson .
: i <+ Author/Writer

v sorgnzations < oParticipant List
o Messages setie *Notification Configuration

First review of a document by a =small committee of experts for major b
editorial and conceptual changes prior to sending out to a broad review
ba=se.
o [ [
Describe your Activity
Description: ° « ”
here then click “Save
w

a= |Ini|ia| Review - Screening Cn||

_ SeveaRename || |




SET-UP

ASSIGREENVHIEICRENISPIEIE

Activity:  General Review
Author:  Super Department's Author

Change the Authaor by selecting a user below:

‘ Super Department's Author

Click on the name of the Writer to assign
that individual to the Activity template.




SET-UP

Phases:
1 Review

Participants:
Select All

Select LeveIQ'

ASSIGNIECIICIPEANLS

2 Response

Select “Response” to create a response
phase for this activity template

Clear Al |

Select the level of
participants for this review

ISuper Department Wy 5uper{:00rd
¥ Department Number Four % Department 4 Coord
[“ISub-Department Four % Sub-Department 4 Coord
[“1Sub-Sub-Department Four % Sub-Sub-Department 4 Co
IDepartment Number One ™ Department 1 Coord
[ Sub-Department One % Test Coord For Sub Department 1
[“]Sub-Sub-Department One % Sub-Sub-Department 1 Coc
l[.‘lepartment Number Three % Department 3 Coord
“ISub-Department Three % Sub-Department 3 Coord
. . [“1Sub-Sub-Department Three % Sub-Sub-Department 3 C
FADA % Ben

e o [N

Click assign to save your selectlons for this Activity template. When

you open a new document — even if you choose this activity template

— all of these options can be edited and changed prior to opening the
activity. Templates are just tools to get you started.

Assign |A55ign the above participants to this activity: General Review



SEPINGHIICAUONS

ity:  General Review

To setthe email nofification mode and any custom message content, click Apply near the hottom of this page.

/;/_,_,(How»shaulrd—the»emai,l_‘nqtiﬁ cations be sent once the document associated with this activity becomes open 7)

—
® Automatic O Manual P

Bﬂl&wf-arefth&rm&ssﬂgéﬁiﬁﬁt will be sentto the different users when the document becomes open. You may add text using
You may save this tex for subsequent messages by checking the Set As Default box.

« Automatic notifications will go
out when the document is opened

* Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications



Document Type: BensDocType
Document : General Review
Cpen Date: [not set]

The date your comments are due to Iorganization—named
has been set/changed to %organization-duedatel.

If you have already reviewed and commented on this document,
please ignore this message.

Enter Additional Text: | Email text can be configured for your writers
and coordinators by entering text here

Choose “Set As Default” to insert this text in
all subsequent notifications (note: text can
be edited for each document)

] Set As Default

Thi=s email i=s generated by the RevCom system.
Contact RevCom Technical support by email at benfdoxcelerate.com.

Once you are finished,
click Apply

Apply Revertto Defaults |




SET-UP

SAVIRGNGUINACHVIIYAIETIPIALE

" Assign Author Super Department's Author
"y Assign Participants 17 Crganizations
" Setup Mofification Messages setemail mode: automatic

4

This activity template has been set up
with author, participants, and email

Description: notifications as indicated by the blue
check marks. Itis now ready to save.

Save as |General Review
Save & RHename a5
Delete Delete General Review
Back to Activity Templates Management




SET-UP

-

Creziilnle) =0 YWaorsilaw Tammlolziis

~r

Create a workflow template by clicking on
Tools >> Manage Workflows

Document Accounts Reports Tools Help

User: Admin - sandbox Administrator - Manage Workflows

Create a new workflow template or select an existing one:

Enter a new name for your
New: - workflow template that well

o describes the activities that will take
msting: . place during the entire review.

Complete Review Proceszs including 1)Initial Screening Committee Review 2)Broad Review and Respo

- - :
._I-u-\.— [ evien
LT L P TR

Short Review with an Initial Screening Committee Review and a final Screening Committee Review

| Simultaneous Management Review

Once an workflow template is created, you may edit it or delete it.




SET-UP

Crazitlrle) =1 Weoriilow Tarolenis

(cogi,)

Workflow Name: Mew Worldflow
Last Updated: 11/22/05 03:14 PM
Updated by: Benjamin Administrator Brown

I Click the plus sign to assign an activity
ni%\ template to your workflow template

-

Just like the activity template, you can enter a
description to a workflow template

Description:

Click save when you are finished

W

Save as |New Workflow

Delete Delete Mew Waorkflow




(cosii)

There are two options in defining
an activity for a workflow

Flease define an activity

Enter a name:
Or select an existing one: | Super Dpt Review |%
Cancel
J
i

Description:

gl Cr=zitlnle) =0 WarsiloW Tagmlolziis

Create

1) Create a new activity
(enter a new activity name
then click “Create”) or

Select

2) Use a previously defined
activity template (choose
an existing template then
click “Select”)

Save your new Workflow Template

v

Save as |New Workflow

Delete Delete Mew Workflow




___CreatinganVodiowalemplate

(o,

o

Both your workflow and activity

q templates have been created
I L [ o L
n Clicking on the activity's name
J will display the setup of your
| previously created activity
it (which can be edited)
N
I
ith!
N
]
Complete Review Process including 1l)Initial Screening Committee Review 2) e
Eroad Beview and Response 3)Final Screening Committeese Review and 4)
Concurrence
Description:
b
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User:

Debbie-Admin - sandbox Administrator - Create a Docume

ID

Title:

HO01

(optional)(reflected Enter the document ID

Documentation Procedures = and title

Workflow: Select a workflow.

O Ad-hoc (create a new one not based on any template)
O standard EERE

..........

@ Full Beview Select a workflow template or choose

(O Short Review

“Ad-hoc” to create a new workflow

O simultaneous Management Review

O Legal Review

Click Create
_ Cancel |




Eeoyzielinle] =t DIl o)t e,

m Your document version has

B |
L

I

-+ 1]

4

I

-+ 1]

now been created

Click on the first activity name
to continue the upload
process
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| The Name of your Version defaults to
Document: HOO1 , Documentation Proce e o .
Activity:  First Review the activity name. To re-set the version
Lost Updated: - 08/05/08 047 P name of your document, enter the new
Update i Debbie Jetfers °
R name here and click “Set Name”

Status: Holding

First Review / |

| Start with
“Upload Draft”
Optional | and proceed
down the page
v | until setup is
complete.

1/ | 10 Organizations

5

e | Meszages set;email mode: automatic

The checkmarks already present are from the activity template
you selected. If you did not select an activity template, these
settings can be made at this time. You can also make changes to
any setting pre-defined in a template.




Uoleziel tpla Dezift for Maviayy

Toupload awWoRD El document into RewZom, please enter ar select a file path and click sutbimit.

| Browse. . |

N You may upload a Word or text
version of the document

Browse your local drive to find
your file, then click “submit”

Toupload a TEHT document into ReviCom,

Browse. ..
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EAiSINGRIIENDICIINGINSEVIEW,

Top Styles * Sections
div (1) s
h1(1)
MsoMormal (36)

P (36)
Section (1) -
textO (2] Paragraphs

Detailed Styles
div/Section1/- (1) o
h1_.'l'_.'.' (‘]] w

Apply Styles

[ Remove All Breaks ]

| Save Selections

=3 3 (e

EI# 2/div/Se 1 MNo Question v
N

Aperiam ancillae

=3I

RevCom’s HTML conversion tool provides parsing options based
on document tags in the original document. You can work with
your document styles and tags to see what works best for you.




Pelrslnle) inlg Deziit for RISy o

Select the styles you set up in your document for major section
headings and click the “sections” arrow to include the style as a
major named Section Heading.

Top Styles
div (1)
MsaoMarmal
p (31}
Sectionl

Detailed Siyles
div/Section1/- (1)
h1/+-(7)
p/MsoMormal/- (31) hud

text() (2) Apply Styles |

/

fiemwe All Breaks ]

/

Click the paragraph arrow to create a paragraph break at
defined locations.

Click Apply Styles when complete.




EAISTRONIENDIATNOINSEVICYWAE

- T = =3 Aperiamancillae

Aperiam ancillae

=N
adolescens fus in, equidem intellegam ad eos. Ei pro puto viris vidisse, labitur takimata susci
'Vis option lucilins signiferumaue at.

=3

Duo malorum aliquam docendi cu, cu summo aperiri eos. Mel summo essent instructior ne,

Usu laboramus

=3 3

You can also manually choose your document breaks by choosing one of
the icons to the left of each break option.

Insert Section Break =
Insert Paragraph Break &
Remove Break =

Sections will be listed on the left side of the user’s RevCom screen.
Paragraphs will display for each section selected on the right side of the
user’s RevCom screen. Each paragraph break will display an “Add
Comment” button.
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| Save Selections

Sections:

Eos natum dictas habemus no, per amet vero voluptua ad. Blandit appareat definitiones sit ad. Est aeterno convenire

Change the default Section Heading Name by clicking in the field
and Typing the desired name.
After you have completed parsing, click “Save Selections” at the
top and bottom of the parsing screen.

Duo at dolorum maiestatis, quo tempor lucilius voluptaria et. Sed ea vidit simul. Tale dictas ponderum ei est. Dictas ¢
delicatissimi et vis, cum mediocrem abhorreant accommodare et.

=4 ¥ = [SECTIONZ| No Question v

Adhuc referrentur liberavisse mea id, cetero tamquam laboramus mei in. Duo possit verear commodo at. Vix an agam
lorem vel ad, cum vidit appellantur an. Iusto officiis deterruisset ius ut, eum an ullum elaboraret, quot summo digniss
corpora commune appareat ea.

Ut usu cibo veri iudico. Vix ei tamguam malorum delenit. Persecuti accommodare in pro. Ne pertinax consetetur sit, in
dianissim assueverit.
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Enter the URL ofthe ariginal file:
hitp://

Fi :
e URL must be in URL farmat, e.g., hitp:/ifoia.state.gow'subdirectoryidocumentsi/abc.pdf
PLEASE, TEST THE URL IN YOUR BROVVSER BEFORE SUBMITTING IT
Submit
The original file is usually the
-OR- draft document in an un-parsed,
_ _ Enterthe path ofthe original file to upload. Orlglnal fqrmat’ .though 1t C?llld
File Upload: be a redline strikeout version
Upload | or other version.

When uploading the original, you can either link to it with a URL
or upload a file from your local drive onto the RevCom server




ASSIGRIPAUThOY

Change the Authaor by selecting a user below:

‘ Super Department's Author

Department 2 A

Sponsored by
Operated by Dox
Revlom guestic

partment of Energy Building Technologies Program.
roaration
: support-reguest@doxcelerate.com

Click on the name of the Author (if it has
not been pre-defined in your template) to
assign that individual to the Activity.

Changes can be made to template settings
at this time.




ASSIGNIECIICIPEANLS

Phases: Select “Response” to create a response
1 Review  [M2Response o«  phase for this activity whereby the
writer responds to each comment

Participants:
Select All Clear Al |
Select Levels: Select the level of
) participants for this review

ISuper Department Wy 5uper{:00rd
¥ Department Number Four % Department 4 Coord
[“ISub-Department Four % Sub-Department 4 Coord
[“1Sub-Sub-Department Four % Sub-Sub-Department 4 Co
IDepartment Number One ™ Department 1 Coord
[ Sub-Department One % Test Coord For Sub Department 1
[“]Sub-Sub-Department One % Sub-Sub-Department 1 Coc
l[.‘lepartment Number Three % Department 3 Coord
“ISub-Department Three % Sub-Department 3 Coord
. . [“1Sub-Sub-Department Three % Sub-Sub-Department 3 C
FADA % Ben
MCER % Danny Branch
MCFO % John Doe
v|Department Number Two % Department 2 Coord
[~ Sub-Department Two % Sub-Department 2 Coord

Click assign to save your selections for this Activity.

Assign |A55ign the above participants to this activity: General Review
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~

An example of a typical review period is 60 days
30 days for comments and 30 days for responses

The current document status is: Setup

OpeniClose Dates: Date format: MM/DDAYYY

Review: The calendar icons can be
In this example Open Date: [11/22/2005 | [ used to select dates
RevCom iS set to Close Date: |12/25/2005 E
notify users 3 Responses:
days before their Close Date:[01/11/2006 | (]

local due date

Motify L!EFS 3

days before local due date, if package not sent.

Review time between review levels is |7 ' days.

After due dates SetDates -
are selected click — In this example 7 days between
“Set Dates” each review level in the

organizational hierarchy is set

Back to management of this activity




St Dllg Dziias v

The current document status is: Setup

Confirmation: Please check the dates below and press con . -
e . When you are satisfied with due
dates, click “Confirm”

OpeniClose Dates: Date format: MM/DDAYYY

ew:
Open Date:
cl Date: [T 5 ﬁ

ose Date:[12/25/2005 | (] Dates can be changed on

Responses; .
this screen

Close Date: [01/11/2006

Matify users days hefore local due date, if package no
Review time between review levels is days.

Revi

Make the necessary
changes and click “Update”
then “Confirm.”

Review Due Dates By



seleNalesyesy

Review Due Dates By
Organizations:

Super Department 12425420065 E*l Change
Department Number Four 121872005
Sub-Department Four 12M1/2005
. Sub-5ub-Department Four 12/04/2005
Department Humber One 121872005
Sub-Department One 12112008
Sub-5ub-Department One  12/04/2005
Depa rtment Number Three 12M8/2005
Sub-Department Three 121172005
. . . Sub-5ub-Department Three 12/04/2005
ADA 122512005 | =] = Change
CER 12M18/2005
i CFO 12M8/2005
Department Humber Two 12/25/2005 E*l Change
Sub-Department Two 121872005
. . Sub-5ub-Department Two 121172005
ORO 122512005 | =] = Change

The Set Due Dates page also shows the cascading due dates for all
organizations participating in the review

From this screen dates can be changed within the global date range at
the top levels. Save by pressing “Update” then “Confirm.”




SetpINotincation

To setthe email nofification mode and any custom message content, click Apply near the hottom of this page.

Email Iblodg;/_,_/(l—,low»shaulrd-tha»emai,l_‘ngtiﬁ cations be sent once the document associated with this activity becomes open 7)

® Automatic O Manual \)

B‘E}&W—-ar&—th&rméﬁﬂﬂgéﬁ—tﬁﬁt will be sentto the different users when the document becomes open. You may add text using t
You may save this tex for subsequent messages by checking the Set As Default box.

« Automatic notifications will go
out when the document is opened

* Choosing “Manual” allows you to
go back at a time of your choosing
to send notifications



Document Type: BensDocType
Document : General Review
Cpen Date: [not set]

The date your comments are due to Iorganization—named

has been set/changed to %organization-dued Emai] text can be configured

If you have already reviewed and commented <

please ignore this message. fo.r your erters a;nd
Coordinators by entering text

Enter Additional Text: in the text boxes.

<+

Choose “Set As Default” to
insert this text in all
subsequent notifications (note:
text can be edited for any
particular document)

[] Set As Default

Thi=s email i=s generated by the RevCom system.
Contact RevCom Technical support by email at benfdoxcelerate.com.

Once you are
finished, click

Apply

Revertto Defaults |

Apply




SURVEYIQUESTIONS

FirstReview s

v [£Sscions (0 Quesions)

+ Upload Criginal http://sandifbx. doxcelerate.com/pdfs/RevCom-1-8205-latintext.doc =]
' Julie Camptfll

Survey or concurrence questions can be added to a
v document by clicking Sections/Questions.
Warning! Clicking on Upload Draft will force you
v to reload and re-parse your draft.

v‘ Setup Motification Meszages set;email mode: automatic




SURVEYAQUESTIONS

There are three different types of questions

Sections:

Section 1 Mo Question i

Survey Question Type
i Mo Question tristic
Multiple Answers

. rlerisol
Single Answer | -

B a nost:
Mumeric

oIeC CIoncus torcor sed ]

nbLorem ipsum dolor sit amet, consectetuer adip
rhoncus turpis. Aliquam id nulla. Aenean luctus |
rutrum. Class aptent tacitli soclosgu ad litora ff
inceptos hvmenaeos. Nam congue dui non sapien.

* Choose the drop-down box to the right of any section

*Select your question type

- Enter your choices — adding more choices by clicking “Add Choice”
- If you want this question to appear in all sections of the document,

click “Copy To All”
#[ oecton 1a Single answer ¥
Field Radio:
Question: |Willthis effectthe way you work?

Choice 1: |Yes

Choice 2: |No

Choice 3: Maybe

Choice 4: |l don'tknow. AddChoice |  CopyToAl |

When you have completed your survey questions, click the “Save
Selectlons button at the top or bottom of your screen

c—=——— =g == = = ——=—; c—=——— = T —; =

—~—e AT 2 A R, L. U S Rl m o mimam o v ma A meam — | PP L . R [




SUREVAQUESTIONSIE:

R Fusmoven | T

< Upload Draft [8 Sections (0 Quesﬁnnsﬂ

Upload Original http://sandbox.doxcelerate.com/pdfs/RevCom-1-8209-latintext.doc ]

V‘ Assign Author Julie Campbell

Q‘ Assign Participants 9 Organizations

+ Set Due Dates Open date: 08/05/2008

Setup Motification Meszages set;emall mode: automatic

Once each of these steps is completed (confirmed by the blue check
marks) you are ready to open the document by clicking “GO”




BEeadVAlcNOPER

This document is set to open on 04/02/2008.
If yvou choose YES, it may be opened instantly.

Choose NO to change the document =ettings.

FY1: notifications will be sent by the system automatically upon opening.

@‘r’es
O No

Confirm the open date for your document. If your document is set
to open on today’s date, then the document will open immediately.

Future open dates will open accordingly.

Click “Yes” and “Submit”




e CUMERPACUVIIASIOPER

DoxSupport - sandbox ﬁdmin'sN— Activity Status

User:

Document: HO01, Documentation Procedures,
Activity: First Review
Last Updated: 08/05/08 04:35 PM
Updated by: DoxSupport
Status: Running

The document has been opened and the
email notifications have gone out

FistReview | I

+/ |8 Sections (0 Questions)|
v Upload Original http://sandbox.doxcelerate.com/pdfs/

+ Azzign Auipior Julie Campbell

+ Azzigr) Pairticinzris 9 Organizations

+ Set Due Dates Open date: 08/05/2008



NHENDOCUMERIACHVILYASIOPEN

:  HOO01, Documentation Procedures

: 040408 03:40 PM
 DoxSupport
L

I
&

— B <

&

In a view of the workflow we see that the document activity “First
Review” is open.



elellnle) Fafarfaoas

Debbie-Admin - sandbox Administrator - Activity Status

HO01, Documentation Procedures, First Review
First Review
&./05/08 04:35 PM

Running

First Review

L

To add reference materials to a document
first select a document activity via
Document>>Select

then click on Document >> References

Upload Original http://sandbosx.doxce

Aazign Fuinior Julie Campbell

Fasion PRmcinEns 9 Organizations

Set Due Dates Open date: 08,/05/20C

T e
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Enter the fitle and URL of a reference document:

Reference Title:
Reference Summary:

Reference URL: |hitp://

must be in URL format, e.g., hitp:/ifoia.state. gowsubdirectory/documentsi/abe. pdf
PLEASE, TEST THE URL IN YOUR BROVWSER BEFORE SUBMITTING IT

Submit

-OR-

Enter the title and the path of a reference document to upload.

Doc Title:

Doc Summary:

Doc Path:

Upload |

There are two methods of adding reference documents

* Submit a URL to link to a reference document
« Upload a reference document from your local drive using browse

A “Summary” field is available to describe the loaded reference to users.
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Select type of comments:

® Major O Miner O Bath

Select Organization to display:

A document must be selected in
order to generate a report
Document> >Select

All Organizations - By Name [
Top Organizations

ORG-A

ORG-A1 hd

Show Subordinate Levels:

O Mene @ Direct (one level) O Al (tree

Show Comment Responses:

C‘Yes '@' Mo

Select Paragraph to display:

All Paragraphs
Eos natum dictas habemus no, per an

Duo at dolorum maiestatis, quo tempd
SECTION 2

Show Paragraph Text:

G‘Yes '@ Mo

| s

Generate and print custom (ad hoc)
reports by choosing
Reports>>Custom from the menu.

Report generation options
include:

* Type of comment

« Organization
*Levels

* Responses
*Sections to display
- Paragraph text
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The Document Status report lists
each document in the RevCom
system. This report reveals:

*Document Title

*Number of accesses to date for
each document

*Number of comments
Total
Major Comments
Suggested Comments

*Workflow status for each
document
Open for Comment
Resolution
Completed
Cancelled
Withdrawn
Final

*Planned and Actual dates the
document entered (or will enter)
each of the workflow states

Document DOE O 123456 (Open)

DOE O 123456, Dpt 2 Review (Open)
14 Accesses, 17 Comments (12 Major, 5 Suggested)

State Opened Closed Resolved
Plan 0g/marzo0s 08/09/2005 083042005
Actual 0g/marzo0s 08/09/2005 083042005

Document LANL TEST DOCUMENT 1 (Open)

LAMNL TEST DOCUMENT 1, test (Completed)
7 Accesses, 1 Comments (1 Major, 0 Suggested)
State Opened Closed
Plan 07/06/2005 072712005
Actual 07/06/2005 07i29/2005
LANL TEST DOCUKMENT 2, Review Process (Completed)
7 Accesses, 5 Comments (5 Major, 0 Suggested)
State Opened Closed
Plan 07/06/2005 072712005
Actual 07/06/2005 072712005
m345.2 | Manual for the Safety, Review (Completed)
3 Accesses, 2 Comments (1 Major, 1 Suggested)

Resolved

Resolved

State Opened Closed Resolved
Plan 0782005 0gMorz00s
Actual 0782005 0gMorz00s

Document m345.2, Manual for the Safety (Open)

m345.2, Manual for the Safety, Review Process (Open)
4 Accesses, 1 Comments (1 Major, 0 Suggested)
State Opened Closed
Plan 07182005 07/29/2005 08M2/2005
Actual 07182005 07/29/2005 08M2/2005

Document New LANL, IMP 763 (Open)

Mew LAMNL, IMP Y63, Review Process (Open)

Resolved
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HHELH’EDDS Doc ID, Document Title Here, Genel

HJ’EUEDDS NA, Document for Review I, All Dep.

HJ’EUEDDS JAC, TEST, Super Dpt Review

11/16/2005 x:oT,Title, General Review

11/14/2005 [}ﬂc—ﬂ3,ﬁue5tinn Doc, Super Dpt Review

11/11/2005 Doc-02, Review,_Super Dpt Review

10/31/2005 Upload Wating Test, Upld Wating Test

-

4/2005 Another Document, Super Dpt Review The Planner report shows a
|

|, Document Title, All Departmet Review schedule of recent paSt’
. current, and near future

e Eval Rpt., FAM Dpt Review document reviews with a

three-, six-, nine- and twelve-
month Gantt chart view.
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Document Version Accounts Reports Tools Help
User: AdminBen - BensDocType Administrator - Cancel a Version

Are you sure you want to cancel this activity General Review

containing document Doc ID-2, Important Document, General Review ?
O Yes

@ Mo

Submit |

Version >> Cancel cancels a document version
and places it in the “Done” state
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Document Accounts Reports Tools Help
User: AdminBen - BensDocType Administrator - Update Document Properties

Document: Doc ID-2, Important Document

0D |(DoclD-2 (optional)reflected in all versions)
Title:  |(Important Document (reflected in all versions)
Update
Manage Workflow

Document >> Properties enables modification of the
document ID or title
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